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Pirector of Training
Chief, Records Management Staff

Including Filing Workehops in Agency Training Prograo

1. 1last winter and this spring your Clerical Trsining Office
and wewbers of amy Staf? conducted 7 Filinmg Workshops whieh 311
Agency employees attended (152 DO, 82 IDI, emd 77 T08). 'The
desonstrated success of these Filing Workshope and the inereasing
meed for better iling prectices prospte me to vecommend that the
Filing vorkshops be inciuded In the OPfice of Praining Catalogue
as a regular part of the Office of Training Curriculus.

2. HMeobers of ny Steff would continue to be available 4o
assist in preperation end presentetion of the Plling Workshops.
However, I believe Agency persomnel and sdministretors conld
accurately plan further ahead with wsore informstion ss Lo exact
time, dates, and standards spelled out Tor thewm regulariy in :
your OFR Catalogues and Annusl Bulletins, !

3. I% is oy bellef, from the 7 Workshops in vhich I partied.
pated, that the files of the 3 major compoments ere sufflciently
different to werrant separste Workshope for esch component. I
alao delieve enough personnel need %o snd want to attend such
traiving in filing principles and procedures as to Justify the
Vorkshops being conducted twice each yesr. They could Be held
during the lese crowded periods of your training progras, such
as May ant Hovecber.

h. I em persenslly imterested in seeing such training ns
this ?iling Workshop installed in the Agency and will be pleased
if you will call on me to assist you in establishing 1t es =
regular part of the Agency's training programs.
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